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1. Shop Pre-approved 

List of Telework 

Equipment and 

Supplies 

 

Click on the LISTS **Telework Equipment & Supplies image. 

A new window will open that lists all of the products in the Telework Equipment & Supplies catalog. 
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To narrow the list of items to select from, enter a key word or words in the Telework Equipment & Supplies search 

window (not the main Search at the top of the page). 

In this example, the search for “HDMI Cable” produced one item. 

 

 

 

 

NOTE: If you filter by Category, unselect the category before conducting any 

further searches. 
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2. Add Items to Cart 

 

BEFORE you select your pre-approved item, click on the Check Delivery Date link to determine if the estimated 

date will meet your needs. If so, add it to the cart, then checkout. If not, please select another item. 

 

From the cart Review and Checkout screen, you can search for additional items to add to the cart by clicking on the 

Guy Brown logo, and then clicking on the LISTS **Telework Equipment & Supplies image (see Step 1). 
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3. Remote Address 

Entry 

 

Click on the Click here to enter remote location address link. 

If you are entering the order on behalf of a Requester, you must enter the requester’s name in the 

Requester field and enter the Requester’s name in the Attention To field. 
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Click in the Country field and enter USA (no shipments are allowed outside the U.S.), then press the Tab key to 

open up the additional address fields. 

 



Telework Catalog Guide 

  

Enter address information for the Address 1, City, Postal, and State fields only. The entire order will be sent to 

this address. If you need to send orders to a separate address, please create a separate requisition. 

Do not enter a Post Office (PO) Address.  Staples can only deliver to a valid street address. 
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Click on the OK button. 
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Your address appears on Line 1. The entire order will be sent to this address. 

Enter your Project/Activity information for all lines (you can click on the Copy Line 1 Project(s) and Activity(s) 

to All Lines button to copy the same information for all lines).
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Do not enter any information in the Requisition Comments box. Information added to this box will NOT be sent to 

the eBuy supplier. 

Click on the Save & submit button. 
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To expedite processing, click the Check Budget link. 

4. Cancel or Check on 

the Status of Your 

Order 

If you have questions on your order, you may contact Guy Brown’s Telework Catalog Customer Support team at 

877.855.0028 and/or customersupport@guybrown.com. 

5. Item Return Process If you need to return an item, please refer to this eBuy Telework Catalog Item Return Process Guide for 

instructions. 

 

 

 

mailto:customersupport@guybrown.com
https://docs.google.com/document/d/1ltdNuliRVfRgcIgHW2vgS2RBYuWsZ86EUyCj8uA-Qmw/edit?usp=sharing

